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 Updated September 2016 

The Résumé 
 

 
What is it? 

 
It’s your primary sales tool! This is your opportunity to present your experience in a way that 
reflects your potential success. Don’t be humble—you need to show your worth. 
 
A resume should show a sense of career direction, and should show your relevant 
responsibilities, experiences, and achievements. It should reflect examples of transferrable 
skills 
 
 

How to prepare it 
Content: 
You must analyze your strengths and weaknesses to clearly define your career goal. This is 
so that you can relate your background to the position you are seeking. Your resume will 
demonstrate your ability to organize and present data, the style and level of your writing 
skill, how well you know yourself, and your understanding of the job market and where you 
fit in. 
 
Format: 
There is no single format for writing a resume. You want to maintain an easy-to-read 
format, while also coming across as an individual with unique qualities that make you 
stand out from your competitors. Creativity and individual considerations are critical in 
developing the content and format of the résumé.  However, there are a number of 
components common to most resumes. 
 
 
 

COMPONENTS OF A RESUME 
 
 
IDENTIFICATION (do not use as a heading).   
 
Includes: 

 Your full name, address, phone number, and email address.  Be sure to include zip 
codes and area codes.  

 Seniors should switch from LHU email to professional Gmail account 
 

Do not include: 
 Personal details such as height, weight, age, marital status, race, religion, or health.   
 Also, do not include a photograph with your résumé (for U.S. students). 
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PROFILE/CAREER OBJECTIVE 
 
Objective statements are becoming a thing of the past because they emphasize what 
you want from an employer. A personal profile is geared more towards the employer, and 
shows what you can do for them, the value you bring, and your areas of expertise. 
 
A summary statement should be specific and employer-focused.  
 
Example: 
Skilled troubleshooter with attention to detail and ability to work effectively in fast-paced, 
mission-critical environments 
 
Be sure to incorporate qualities listed on a job posting such as work ethic, communication 
skills, attention to detail, etc. 
 
If you are applying for multiple positions, you should create a different professional profile 
for each to ensure the resume is company-specific. 
 
 
EDUCATION 
  
List the highest-level degree first.  Include the name of the college, degree, major and 
date of graduation (or “Expected Graduation”). Include any concentrations, tracks, or 
minors that you are pursuing as well as participation in an honors program or study-abroad 
program.  
 
Include GPA if it is 3.5 or above, and list any other educational honors such as dean’s list or 
merit awards. 
 
The education section need not be restricted to formal degree programs.  For example, 
certificates, special educational programs or workshops can be listed.  However, it is not 
necessary to list other universities that you attended unless you completed a program. 
 
Significant courses related to a career goal which would not typically be associated with 
a certain major should be profiled.  For example, if your major was History and you are 
applying for a job as a Personnel Trainee, you may want to list job-related courses taken 
outside your specialty such as Industrial Relations, Organizational Behavior, and Personnel 
Management.   
 
 
COURSE TITLES/COURSE HIGHLIGHTS 
 
These are each optional sections that you may or may not include, depending on the job. 
If applying for an internship, graduate school, or field experience, it may be necessary.  
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Also, if courses were taken that were not part of your degree (a business majoy taking 
psychology courses), but those courses make you a better candidate for the position, list 
them. 
An alternative to listing course titles is to present “Educational Highlights”; things you 
actually learned in your courses that would be useful for an employer to know. These are 
especially useful when applying for internships and graduate school. For example: 
 
 Studied the major theories of learning and their use in the design of psycho-

educational techniques. 
 Knowledgeable of current auditing practices within the public accounting profession 

as well as operational auditing practices, risk analysis and statistical sampling 
techniques. 

 Studied the physiological and psychological effects of prescription, over the counter, 
and illegal drugs, theories of addiction and methods of rehabilitation. 

 Gained a basic understanding of the nature of juvenile delinquency, theories of 
causation, methods of treatment, and suggested methods of prevention. 

 
These statements can be easily drawn from a syllabus that outlines course objectives. Just 
be sure that you accurately describe your level of knowledge in a particular area and 
that you are able to discuss each “highlight” that you present.   
 
Significant projects done for a class can also be presented - either as its own category or 
under “Education” or “Experience.”   
 
A note about high school information:  
Generally, college juniors and seniors do not include high school information.  Exceptions 
can be made for individuals pursuing careers in elementary or secondary education if 
they want to teach in that particular school district.  However, keep in mind that this may 
not always be considered a “plus” by the prospective employer. 
 
Also, any national awards received in high school (example: through boy/girl scouts), may 
always remain on the resume. 
 
 
 
EXPERIENCE   
 
Most college students will use a chronological format on their résumé. Positions are 
sequenced chronologically, but should first be in order of relevance. 
 
Experiences which directly relate to your career goals can use a "Related Experience" 
section. Related experience does not necessarily have to be paid employment, and 
could include student teaching, internships, summer management traineeships, or 
volunteer experience. 
 
For each experience, indicate the function (position title), organization, location (town, 
state), and dates (month & year), followed by a description of the position in the form of 
bullet points. 
 



 4

A significant amount of community service may warrant its own section, and the same 
can be said for extensive international experience.   
 
 
If you have un-related experiences, you can include an "Other Experience" section if you 
feel it adds value to your qualifications.  If you have no related experience, prepare a 
simple “Experience” or “Employment” section which presents part-time or summer jobs in 
the same manner as above. 
 
Descriptions should be specific and include responsibilities, accomplishments and skills 
used.  Be sure to include information that is relevant to the position you are seeking. 
 
 
DESCRIBING UNRELATED EXPERIENCE 
 
Identify skills which are transferable to your career goal (skills any employer would want: 
communication, organization, leadership, etc.).   
 
Accentuate your most marketable skills and accomplishments.  Eliminate minor details.  
Avoid statements such as "Duties included" or "Responsible for".  Use concise phrases 
beginning with action verbs. "Established", "coordinated", "developed" have much more 
impact than "worked with".  Whenever possible, use numbers, percentages or dollars to 
quantify and clarify information. 
 
Explain all background in a way that will mean something to a prospective employer. 
 
 
OPTIONAL CATEGORIES 
 
Your particular list of accomplishments may make it beneficial for you to add one or more 
of the following categories to your résumé: 
 
 
SPECIAL SKILLS and/or HIGH IMPACT LEARNING EXPERIENCES 
 
Higher-level skills and interests such as bilingual ability, computer knowledge, artistic ability, 
international or extensive travel, etc., can be assets.  Skills developed through activities 
could also be highlighted.  For example: 
 
Leadership Skills 
 Chaired a special-events committee that planned annual fundraisers, educational 

and cultural programs. 
 Represented 2,500 students on committee involving university policies and 

procedures. 
 Supervised 20 student volunteers participating in a Habitat for Humanity Collegiate 

Challenge over Spring Break. 
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Organizational Skills 
 Assisted in registering 21,000 runners for the March of Dimes “WalkAmerica”. 
 Selected and collaborated with professional convention planners and caterers for 

events. 
 Organized fundraising dinners for charitable causes on limited budget. 
  

Include any "extras" that you know will enhance your qualifications for the position. 
 
 
ACTIVITIES and/or MEMBERSHIPS 
 
Collegiate as well as civic activities and professional affiliations should be included if you 
feel that they will reflect positively on your candidacy.  Leadership positions or other 
responsibilities should also be shown in conjunction with an activity. 
 
 
HONORS and/or AWARDS 
 
This category deserves inclusion if you have several achievements that distinguish you 
from the average person.  For example:  awards or scholarships for academic 
achievement; other special recognition by campus; community, or national organizations.  
 
 If you do not have enough items to justify such a category, you can have a combined 
section such as "Honors and Activities" or distribute the data under the “Education” 
section. 
 
 
REFERENCES 
 
Do not list references on your resume.  
 
Also, do not include “References Available Upon Request”. It is implied that you will have 
references. 
 
Instead, prepare a separate sheet that says “References for your name” at the top 
followed by the name, title, organization, mailing address, telephone number and email 
address for each of your references.  This sheet should have the same personal information 
at the top as your resume.  
 
Always ask permission to use someone as a reference. 
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 FORMATTING 
 
 Do NOT use a résumé template!  They limit your ability to move information and 

sections to the correct order.  
 
 Usually, a one-page résumé is sufficient for a new college graduate, but there are 

always exceptions.  If two pages are necessary, be sure to include the same heading, 
and to fill up both pages. 

 
 Experiment with the arrangement of headings, captions, and text to find the best 

overall appearance and readability.  Be consistent in the use of indentations, 
underscoring, bolding, and capital letters. 

 
 Do not use the first person "I" in the text.  Write in brief “sound bites” beginning with 

action verbs.  Be sure to use the correct tense. 
 
 Avoid the use of slang.  Do not abbreviate. 
 
 Use font size 10 - 12, depending on the font style. No fancy fonts. Use the standard 

Times New Roman or Calibri. 
 
 Proofread and check for spelling and grammatical errors.  Don’t rely on Spellcheck! 
 
 Have someone else read it and critique it.  The tutoring center is always a good 

resource. If possible, have someone in your field review it for accuracy. 
 
 The quality of the printing is important.  It must be clean, neat, and easy to read.  For 

best results use a laser printer with résumé paper. Use the same paper for both your 
résumé and cover letter.  

 
 
 
REMEMBER:  Your résumé is your distinctive advertising brochure.  It should be a reflection 
of you, your personality, creativity, and ability to express yourself.  An effective résumé is 
the key that opens a door for an interview. 
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